
 

 

Instructions for Using Report Forms in MS-Word 
 
In the Report Header, fields that have instructional text such as “Enter Title and Location of Construction Contract Here” prompt the 
user to enter the information in a specific location, governed by the field.  Single mouse click anywhere in the field and the 
field will darken.  Entry of text/data at this point will delete the instructional text in the field and will be replaced with entered 
text/data. 
 
All check boxes are all defaulted as unchecked (i.e.; ).  To check the box (i.e.; ), double click the box and the “Check Box 
Form Field Options” box will appear.  In the “Default value” section of the box, click in the Radio Button for “Checked”, then 
click on the “OK” button and the box will be checked. 

 
The “Hour” fields where intentionally not programmed to total.  If the Contractor deleted the formula in a field within the 
range that was to be totaled, the total would be wrong.  
 
With the ability to [unlimitedly] expand the Contractor Production Report and Contractor Quality Control Representative 
Report, their Continuation Sheets are obsolete. 
 
In the footer of each form are data fields for the Sheet number and the total number of sheets in the report (Sheet 1 of 2).  The 
first number will generate itself when pages of the report are added.  But MS-Word will not automatically update the second 
number.  To update the NumPages field, click the field or the field results and then press F9.  You can also click Options in the 
Tools menu, click the Print tab, and then select the Update fields check box. 


